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Leputy Director {Administration)

FEB § 1958

Chief, Organization & Methods Service

Proposed Transfer of Personnel from Centiral Processing Branch
(P.D.C.) to Passenger Movement Branch of Transpertation
tivieion {P.if.0.)

PRORLEM, =~To eliminate duplication snd aselgn proper responsi-
bility in the proceseing for oversecas travel of Agency per-
sonnel, their dependents and household effects,

ASEUMPTIONS . ~-~1t is aesumsd that

8. The primery mission of Central Processing Lranch is to coor-
dinate, and provide a ceniral location for, the process-
ing of oversess trevelersy and thai C.F.R, will continue
to carry out this mission.

b. Direction of technical transportation functions throughout
CTA should be the responsibility of Traneportstion Division.

FACTS BEAHING ON THR: PROBLEM.

a. Annex A: Present functions of C.F.B. and Passenger Movement
Branch in regard to overseas travel. :

b. Annex B: Present and anticipated workload and T/O data for
Pasgenger Movement Franch, Travel Section of C.P.,R. con~
sists of Passenger Novement ({ficers.

DISCULSION, --The Organization & Methods Service is conducting
a procedural study of Passenger Movement Pranch. An infor-
mal study has slso been made of Central Processing Branch,
The following problems exlst:

a. The processing of travelers and their effects congistes of
technical and non-technical (clerical) transportation
functions. Annex 5 indicates & lack of clear-cut respon-
pibility for these two separste aspscts. For exsmple,
the Travel Section of C.F.R. briefs travelers in regard
to their transportation and the shipment of their effects,
while P.”.N. handles such clerical activities as exscuting
requests for visss and military permits. There is dup-
lication in the processing functions, such ss in the pre-
paration of travelers' 1tineraries.
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b, DRecause of the split in responsibility, there is no adequate
control of transportstion activities., For exsrple,
ned ther branch follows up on storage companies and the
. L. Despateh fgent to insure rapid and sccurate packing
and shipment of household effects. The split in respon-
sibility prevents sdequate coordinatlion and control, and
the prepsration of clesr-cut processing procedures.

25X1A

d. Annex T indicates present 7/0 of Passenger Movement Tranch
25X1 {s [ ], with 1€ on-duty persomnel. In accordance with
snticipated worklead increases, and expected improvements
25X1 in procedures, & T/0 of[ |ie considered ample to per-
fore the work of this branch satisfectorily.

g, CONCLUSIONS,

&. Fesponsibilities for various aspects of the processing of
travelers and their effects should be clesrly fixed.

b. Lelegation of responsitilities for processing should be
made in accordance with the organization and nissions
of C.P.7. and P.¥.F., i.e., P.*.B, is equipped to per-
form technical transportation functions, C.P.E. non-
technical ané clerical functions.

c. Irrespective of delegation of responsibility, actual pro-
cessing chould contimue to be performed in the C.P.F,
area in T building, in order to avoid inconveniencing
travelsrs.

25X1A

&. TRecsuse it 18 designed to ccordinate and guide processing,
C.P.P. should be responsible for supervision of adminis-
tration sspects of the processing; gcheduling of inter-
views, ccordinating over-all precsssing procedures, etic.

6., FHRCOMMENDATION: .--I% ie recommended that

a. Technical transportation functions (fee innex A} bde dele-
gated to Passenger Movemsnt Rranch.
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b. Non~technical and administration functions for transportation
personnel in the C,F.F. area he delegnted to Centrsl Pro-
cessing Pranch.

¢. Pagsenger Movement Pranch persomnel handling processing of
travelers be physicslly located in C.P.E. and that the
remainder of P.2.P. be located adjecent 40 C.F.F. in
order to simplify processing procedures.

25X1 d. The | | Travel Cection, Central Frocessing
Iranch be transferred to, and absorted in, the Paspenger
Movement Branch T/C end that these[  |slots be zbolished
in Central Processing Rranch.

Goncurrences:
Chief, P& 0
Tirector of Fersonnel
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